Ektron Website Quick Reference

Creating New Year Folders, Content Blocks & Updating Next

Meeting Information on Homepage

Overview

At the beginning of every New Year new folders and content blocks need to be created on many websites for meeting
information.

Creating the New Year Folder & Content block

1.

Open the Ektron Workarea and right-click on the main meetings folder and select Add Folder from the drop-

down menu.

T
BE meetingsb
2011
= 2012
= 2013
2014

~ 2015

Enter the year (ex: 2016) for the Name of the folder and click the Add Folder button.

Add a Subfolder to folder "meetings™

€ || ADD FOLDER

Name: [2016

Flagging Metadata Web Alerts Smart Forms Breadcrumb

Description:

Style Sheet: /|
(leave blank to inherit)
Office Documents: Publish as PDF*

Please Note: PDF generation must also be enabled in the configuration file of the Ekiron Windows Service.

* (existing documents are not converted until re-published)
Content Searchable: [ Inherit parent configuration

« Content Searchable
Please Note: If you check the ‘Content Searchable’ check box, new content is searchable by default
*{existing content is not affected.)

Display Settings: ! Inherit parent configuration
+ Display All Tabs

Display Summary Tab
Display MetaData Tab
Display Aliasing Tab
Display Schedule Tab
Display Comment Tab
Display Templates Tab

Display Taxenomy Tab
Please Note: If you check only ‘Display All Tabs' check box, it will display all Tabs when you create or edit content.
*{If not, it will only display selected Tabs.}
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Click on the year folder just created and click the New button and select Smart Form > Meetings & Agendas.

= [ content VIEW | | DELETE || ACTION | [ (7]
~ | about '
board
o Falder Language
= ce
| cert Ell.ng .
| consumer Discussion Board
| contact Community Folder
| firms Calendar
| forms Catalog
~ | home
= meetings DxH Content 4
= 2011
= 2012 HTML Content
~) 2013 HTML Form/Survey
2014
2015 Smart Form »
ks | 2016 -
R Links
— hesouices DMS Document oo
=5 setup )
9 cte.doe.nv.gov collection Meetings & Agendas
1 dairy.nv.gov ¥ szt
% dcfs.nv_gov s Page
1 defcomp.nv.gov Press Release
1 dem.nv.gov Staff List
1 dental.nv.gov Slides
= SE”I':”V'QDV Carousel
-J
N Initiative Box
% dhhs.nv.gov ) o
3 4 Social Media Links
1 dir.nv_gov
1 doc.nv.gov UTiE
4 doi.nv_gov Service Catalog
= dpbh.nv_gov YouTube
1 dps.nv.gov FPage - Program
1 drought.nv.gov Countdown Clock

7 dwss.nv.gov
emergency.nv.gov

Name the new content block consistent with last year’s content block.
Enter the Page Title consistent with the naming used on last year’s Meetings & Agendas page.

Publish the content block. Then re-open it if you are using the homepage widget.

Intentionally left blank

Page 2




Enter the Display Title (Home) & link the Document Home URL link to itself (you can’t create the link if you
have not published or saved the content block).

Page Title {optionaly:
2016 Meetings

Page Copy {optional, general copy above the meeting and agendas area):

Mext Scheduled Mesting 12016 Meetings [&,

Updating the Homepage Widget

MNext Scheduled Meeting

Movember 16, 2015@ 03:30 P

8. Inthe Ektron workarea click on the HOME folder and edit the site homepage.

9. Click on the metadata tab

Content Surmmary Metadata

Aliases Schedule Comment Templates

10. Scroll down to the section for Banner Right: (Content) and click the EDIT button

Banner Right: [Content)

2015 (ID: 93361)
HPLinks (1D: 50130)

Edit b

Intentionally left blank
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11. Navigate to the 2016 folder in the left pane, and click on the 2016 Meetings content block in the top portion
of the right pane then click the INSERT button.

D CMS400 Library For destey - Google Chrome

= | =] &2

‘ O staging.nv.gov/WorkArea/mediamanager.aspx?actiontypezlibrary&scope:&type:quicklinks&autonav:E)‘

_ 1 orientalmedicine.nv.gov
1 osithv.gov
1 otg.nv.ooy
1 plE.n.goy
1 pardans.nv.gov
! parale.nv.gov
7 phbh.ny.goy
1 play.nv.goy
= podiatry.nv.gov
= [ content
About
CE
Contact
FAQs
Forms
Home
Licensees
= Meetings
_ 2014
_| 2014
= 2016"
_| Resources
| setup
1 postrv.goy
1 Practice.nv.goy
_ 1 practiceBU.nv.gov
1 preferredpurchase.nv.goy

-

Library Folder:

msm\x | Guicklinks ¥

Title

2016 Meetings —

layoutsiPage_Style_1.aspx?id=153085

Reaorder and Finalize Selections

€ save | i+ 3 X

d Title
rd 20158
i HPLinks

-

Language

Link

93861

a0180

Diate modified

12. The new meetings page will appear at the bottom of the right pane bottom section.

D CWS400 Library For destey - Google Chrome

[ staging.nv.gov/ivorkArea/mediamanager.aspx?actiontype=library&scope=_&itype=quicklinks&autonay=6

_ | orientalmedicine.m.gov
1 osithv.goy
7 ots.nv.goy
0 plE.nv.goy
~! pardons.ny.gov
_ 1 parole.nv.gov
1 phh.nv.goy
7 play.ny.gov
= podiatry.nv.gov
== content
About
CE
Contact
FAQs
Forms
Home
Licensees
= Meetings
2014
ik}
_ 2016
Resources

| setup
7 postrv.gaoy
~! Practice.nv.gov
_ | practiceBU.nv.gov
1 preferredpurchase.nv.gay

-

.:.IEIX;

Library Folder: "201 Biquicklinks"

INSERT | £ L | Guicklinks ¥

Title

2016 Meetings
layoutsiPage_Style_1.aspx?id=153085

Reorder and Final

€ save | i § X
vl Title Link
' 2015 93861
' HPLinks 50180

¥ 2016 Meetings

-

Language

IMeetings/2016/2016_Meetingsi?id=153085

Date modified
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13. Using the arrows place the new meetings page directly above or below the 2015 page.

[ staging.rv.gov/WorkAreafmediamanager.aspx?actiontype=library&scope=&type=quicklinks&autonaw=6

[ orientalmedicine.ny.gov -

[ ositnvgoy Library Folder: "201 Biguickdi

= [ ots.rv.gov

EEF p16.nv.gov INSERT | 3 4 |Guicklinks ¥

[ pardons.nv.goy

[ parale.regoy Title: Language Drate modified]
[ pbhoreegoy

HT play.nv.gow 2016 Meetings B=

layoutsiPage_Style 1. aspx?id=14530845

= podiatry.nv.goy
== content
[ About
[ CE
| Contact
[ FAGs
| Forms

Reorder and Finalize Selections

£ || SAVE
# [ | Home

.| Licensees Ld Title: Lirk
== Meetings
[ 2014
[ 2015
[ 20186 2015 43861

|| Resources

'l 2016 Meetings Mieeting=/2016r2016_MeetingsfYid=153034

=) setup v HPLinks 0180
[ posthv.ooy

# [ Practice.rw.gov
[ practiceBU . nv.goy
[ preferredpurchase.ny.goy -

14. Uncheck the 2015 box and click the SAVE button. You should see the updated Meeting Widget on the
homepage.

Next Scheduled Meeting

Movember 16, 2015 05:30 P
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